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To: Field Office Managers
From: DSD, Support Services
Subject: Review of Cdifornia Fidd Office Forms DD: 11/15/00

Y our Fidd Office Records Manager, or adesignated individud, isto proceed with areview of forms
initiated by the Fidd Office Program Officids. During the review consderation should be given to
current utilization, accuracy of format, needed revisons and whether individua forms are to be retained
or deleted. If not dready available, the Records Manager or the assigned individua should prepare an
index to the forms initiated within the Fidd Office. The index should be submitted to the program leads
for their review and decison. Any public use forms (reference 381 DM 11) are to have judtification for
Office of Management and Budget (OMB) approval.

Once the Field Office review of forms has been completed, a current index and 2 copies of each form
are to be submitted to the State Records Manager, Louise Tichy. Forms created electronicaly areto
be forwarded through E-mail. All forms should have an appropriate officid heading identifying the
originating office. Responses are due to the State Records Manager, CA 944, by November 15,
2000. Quedtions pertaining to the review, or to forms management in general, may be directed to
Louise through E-mail or at 916-978-4301.

Signed: Authenticated:
Sherian L. Long LizaRaymundo
Acting DSD, Support Services Records Management



